
       

 

   

 

       

 
 

 

 
 

         
  

 
 

 
     

      

      
  

     

    

    

 
 

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 

Schedule Number: NC1-412-85-03 

All items in this schedule are inactive. Items are either obsolete or have been superseded by 
newer NARA approved records schedules. 

Description: 

Item 1 was superseded by N1-412-94-002 item 22 

Item 2 was superseded by N1-412-94-002 item 18 and N1-412-06-006 schedule 127 

Item 3 was superseded by N1-412-94-002 item 16, N1-412-94-006 item 2, and N1-412-
07-002 item 2 

Item 4 was superseded by N1-412-94-002 item 3 and N1-412-06-006 schedule 006 

Item 5 was superseded by N1-412-94-002 item 21 

Item 6 was non-record convenience copies 

Date Reported: 09/07/2022 NC1-412-85-03 

INACTIVE - ALL ITEMS SUPERSEDED OR OBSOLETE 



;EOUEST FOR RECORD~OSITION AUTHORITY LEAVE BLANK 
(See Instructions on reverse) JOB NO 

NCl-412-85-3 
TO GENERAL SERVICES ADMINISTRATION, 

NATIONAl ARCHIVES AND RECORDS SERVICE, WASHINGJQN, DC 20408 DATE RECEIVED 
-----< 

1. FROM (AGENCY OR ESTABLISHMENT) 12-28-84 
Environmental Protection Agency 1----------------

NoT1F1cAT10N TO AGENCY 
2. MAJOR SUBDIVISION 

0 ff ice Of Regiona 1 Operations In i\CCO<d:ince w,th the prov•s,ans of 44 us C 3303a the disposal re 
----------------------------i quest. including ;imendments. ,s ;iporoved except lo' ,terns that may 
3. MINOA SUBDIVISION De ,tamped "d,spos;ii net approved" or ··w,thdrawn'" ,n column 10. 

4. NAME OF PERSON WITH WHOM TO CONFER I5. TEL EXT 
I 

Thomas Tasker 1382-5911 
6. CERTIFICATE OF AGENCY REPRESENTATIVE 

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposal of the agency's records; 
that the records proposed tor disposal in this Request of 3 page(s) are not now needed for the business of 
this agency or will not be needed after the retention periods specified. 

D A Request for immediate disposal. 

[x] B Request for disposal after a specified period of time or request for permanent 
retenti n. 

C. DATE E. TITLE 

Agency Records Management Officer 

9.7. 8. DESCRIPTION OF ITEM 10.SAMPLE ORITEM NO. (With Inclusive Dates or Retention Periods) ACTION TAKENJOB NO. 

1 - 9 Regional Operations Records Control Schedule is Appendi 
being revised to mal:e it consistent with the C 
Program's current operations. The revision of Schedul 
this Schedule is part of a major review and 2 
update of the EPA Records Control Schedules. 

The title of this Schedule has been changed from 
"Office Of Regional and Intergovernmental Opera
tion" to "Regional Operations Records." 

Attached is a copy of the revised Regional 
Operations Records Control Schedule. 

STANDARD FORM 115 
Revised Ap,i I, 197 5 
Prescribed by General Services 

Administration 
FPMR (41 CFR) 101-11.4 



SCHED.NO.
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

REGIONAL OPERATIONS RECORDS 
ITEM NAME ANO DESCRIPTION OF RECORD/FILENO, 

1. Controlled and Major Correspondence of the Associate 
Administrator for Regional Operations. Includes 
copies of controlled and major correspondence signed 
by the Associate Administrator. The correspondence 
significantly documents the program activities and 
was processed under special handling control pro
cedures because of the importance of the letters or 
time requirements of replies. 

• 
2. General Correspondence of the Associate Administrator 

for Regional Operations. Includes copies of non
controlled (routine) correspondence. Records consist 
of incoming letters and enclosures. 

3. Program Development File. Consists of records related 
to the development of Regional Operations policies and 
programs. Records consist of correspondence, issue 
papers and reports relative to policy, strategy, program 
control, research priorities, legislative priorities, 
and other related records. 

4. Program Management File. Consists of records related 
to the management and administrative support of the 
Office of Regional Operations. Records consist of 
program planning and implementation, personnel needs, 
work accomplishments, budgetary materials, and other 
program management activities. 

5. Speeches by Associate Administrator or Staff. Speeches 
prepared for delivery at civic functions and professional 
conferences and meetings. 

COVERAGE OF SCHEDULE 

APPLICABLE HEADQUARTERS OFFICE 

RETENTION PERIOD AND DISPOSITION 

Retention: Permanent. 

Disposition: Break file at end of year. Keep in 
office current year plus 1 additional year, then 
transfer to the FRC. Keep in FRC 10 years, Sh~n 

1offer to the National Archives~ o~ ~ · 

Retention: Retain 5 years. 

Diseosition: Break file at end of year. Keep in 
office l year, then transfer to the FRC. Destroy 
when 5 years old. ;;o 

m 
n 
0 
;oRetention: Permanent. 0.,. 

Disposition: Break file at end of 2 years. Keep ;,c 
J> 

in office 3 years, then transfer to the FRC. Keep z 
J>

in FRC 20 years, the7 of~er to the National C'l 
1 mArchives~S'~ ~, ;,c 

m 
z 
-i 

Retention: Retain 5 years. ;,c 
►z 

Disposition: Break file at end of year. Keep in C: 

office 1 year, then transfer to the FRC. Destroy ,...► 
when 5 years old. 

Retention: 

a. Record Copy. Permanent. 

b. Information Copies. Retain 1 year. 

Disposition: 

a. Record Copy. Break file after presentation: 
Keep in office 5 years, then transfer to the FRC. 
Keep in FRC 5 years, then offer to the National 
Archives~ S "'t'-<V\. ~, 
b. Information Copies. Destroy when 1 year old 
or sooner if no longer needed. 

,--...._ 
/ ' 

https://SCHED.NO


SCHED.NO.
U.S. ENVIRONMENTAL PROTECTION AGENCY-RECORDS CONTROL SCHEDULES 

TITLE OF SCHEDULE 

REGIONAL OPERATIONS RECORDS 
ITEM NAME AND DESCRIPTION OF RECORD/FILE
NO. 

6. Freedom of Information Response File. Includes copies of 
incoming requests for information under the Freedom of 
Information Act, copies of replies, and copies of any 
interagency memoranda concerning the requst. Note: 
this file does not contain the Program's offical record 
of information being requested. 

• 
7. "-Reg-i-ona..L~riefing Books. Collections of reports prepared 

by various progr m mt:magemem_office used to brief the 
Administrator and Deputy Administrator whoA making site 
visits or otherwise reviewing the regional programs. --. 
Books contain regional profiles, or a series of fact 
sheets showing the status of regional programs and other 
general information concerning the regional organizational 
structure, resource allocations, and other documents 
showing key regional issues. 

8. ~Regiooal Files. Include files documenting the relation-
ship between tile BP.". regional off ices and Agency Head-
quarters offices. Records coiislst--of-.ge.oeral correspon-

COVERAGE OF SCHEDULE 

APPLICA8LE HEADQUARTER8 on'ICE 
RETENTION PERIOD AND DISPOSITION 

Retention: Retainyyears. 

Disposition: Break file at end of year. Keep in 
office current plus l additonal year, khca Lta1ts 
£oE ko -ho FRC Destroy when-" years old. 

2.. 
Retention: Permanent. 

Disposition: Break file at end of year. Keep in 
office for 3 years, then transfer to the Federal 
Records Cencer:---Keap in FRC for 10 years, then 
offer to the National Archives. 

Retention: Permanent. 

Disposition: Break file at end of year. 

-;o 
m 
n 
0;o 
0.,. 
3:: 
► 
~ 

Keep in ~ 

dence and reports with all regions, and ►corresponamrce----r~o~f;f:i~c,e~f:o~r~3~y~e;a~r~sj,~t~h~e~n~~t~r~a~n~s~f:e~r~~t~o~t:h~e:~F~e~d~e:r~a~l~-----J3::~:s:mand reports from the individual regional offices. Recoru~ -- Keep in FRC for 10 years, then 

9. -EPA Proarams Correspondence File. Includes copies of 
corresponaen~~, L. - ~c and other records received from 
various Headquarters organ1zaL~~ 1 ----onents. Used 
for reference purposes. Separate folders for~each-majo.L__ 
organizational Component. 

offer to the National ~.~u~v-

z 
Retention: Retain 5 years. C: ,..► 
Disposition: Break file at end of year. Keep in 
office for 2 additional years, then transfer to 

--the•-1:<'ede.c.al Records Center. Keep in FRC for 

3 years, thenae-stroy-~----•···-------------------' 

-

. . 

https://the�-1:<'ede.c.al
https://SCHED.NO



